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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR' 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
__ _- 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

I- FOR AGENCY USE 1. Agency Address FOR RECORDSMANAGEMENT U S E ~ ' -  
4pplication Date 

I 

Probate Judges' R e t i  rement Fund o f  Georgia Application Number 

P.O. Box 1444 
Da i t o n  , Georg i a - 70403 ~~ 

Date Received Date Completed 

MAY 1 8 1978 
30720 --~ 

4pplication Number 

~- - ~ ___ -~ -_I____-. ~ ~ I J U N  1 9 1978 
TPerson to Contact Working~%tle Telephone Number 

3. Action Requested 
__ ~-__ ~ ~ 2 78 -8468 ~~ 

Ms. Ethel  Coggins 
~ .. ~ ~ 

~.~ __ __ 

~. 8. Is]( EstaDiisn Retention Schedule; record wi l l  continue to accumulate. ~ . ~ ~~~ 

b. Dispose of present accumulation; no further accumulation anticipated.- 

Checkone: 0 I 

Change; 0 Supercede; 0 Void 
1. Dates of Series 
Earliest Latest 

5. Records Series Title (followed by tide used in office; if different) 

47t I 
5. Division and Wick Function 

Ret i rement  Fund Remittance Form F i ' les  
-.c_ 

What is the function of me Division and the Office in which this record series is created? 
L9!!&f 

-4 

The Board of t h e  Commissioners o f  t h e  Judges o f  t h e  Probate Cour ts  Ret i rement Fund 
of Georgia i s  respons ib le  for admin i s te r i ng  t h e  Probate Judges/ Ret i rement Fund. 
The Board c o l l e c t s  and c o n t r o l s  a l l  funds rece ived and disbursed, pays t h e  a d m i n i s t r a t i v e  
expenses of t h e  Board, hears and decides a l l  a p p l i c a t i o n s  fo r  r e t i r e m e n t  bene f i t s ,  
and pays a l l  r e t i r e m e n t  b e n e f i t s  decided t o  be due. The Board a l s o  makes r u l e s  and 
r e g u l a t i o n s  f o r  i t s  government and f o r  t h e  government of t h e  employees o f  t h e  Board, 
determines and f i x e s  r u l e s  of e l l g i b i l i t y  o f  persons t o  rece ive  r e t i r e m e n t  bene f i t s ,  
makes refunds and repayments t o  persons e n t i t l e d  t o  rece ive  them, and keeps a l  I 
records o f  i t s  meetings. 

- __I_ -- -- 
1. Record Series Description This file contains the following documents (include form numbers and titles, if any): 

Attach samples of the file. 
Documentsrelating to: r e c e i v i n g  Ret i rement  Fund c o n t r i b u t i o n s  f rom Probate *Judges. . . 

Includedare: "Probate Judges' Ret i rement  Fund of Georgia Remittance Blanks," submi t ted 
monthly by t h e  Probate Judges, which d e t a i l  f h e  amount of money submi t ted 
i n  dues, marr iage l i c e n s e  a l l o c a t i o n s ,  and sums due from f i n e s  and bond 
f o r f e i t u r e s ;  and c o n t a i n i n g  t h e  Probate Judge's sworn oa th  t h a t  t h e  amounts 
repo r ted  a re  co r rec t .  

. .. - .  ~. . i . .  . ,  . . .. . '. I 

Fileisarranged: chrono log ica l  l y  by month. 
. 

- 
5. Monthly Referenix Rate How often are records referred to  which are: I .  

One to six months old ~ ; Seven to twelve months old --; Thirteen to twenty-four months old - ---.; 
twenty-five months and older ? 

Letter-size drawers 

- -  _ _ _ _ - ~  
; Legalsin drawers ;Other (speciG) __- 

KAnnual Rate of Accumulation of Remrds 

-- 
R--50-71. Rev. 76 lover1 

i 



i 

a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
I 

8. When one or two documents In e make it necessary to keep the entire fi le for a long period, could these 

ies ever oublished? If vwaaach coov. 

h. Is there a duplication of th is  series in your office, or in another office 

rd se- 
ll .  Retention Requirements 

a. State Law 
b. Statute of limitation 
c. Federal law f. Federal retention instructions -.years. 

d. Audit period 
e. Administrative need 

? *  L ,~ 
' 'k  I .. . .  :c : . .  ,. . ~ 

Attach copy or excerpt of laws or regulations. Explain administrative'need. 

. .  
. .  f 

.--. -- -~ ~. 
12. ADomved Disposition Instructions This agency recommends that the file series be cut otf a t  thb end of each: 

' Kl Calendar Year; 0 Fiscal year: 0 Other -- then, I 
[H Hold in the current files area --month(s) p--Iyear(s); ' 5  then 
0 Tranger to local holding area, hold 
0 Transfer to State Records Center; hold 
[H Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (SpeciYyl 

-yearb); then 
yearb); then I 

, 

graph 12 are approved. 
( I f  disapproved, attach letter 

.. 

! 


